Unit Summary: Business Information Management
Student Name:
Class Period: A4

eFile Management and Storage
eUnderstand when to use word
processing, spreadsheet,
database, and desktop
publishing software
eDemonstrate touch keyboarding
skills at acceptable speed and
accuracy

Review of
Technology
Care

eUse Microsoft Word to Create
Business Documents

+Show ability to edit and print
documents

Create
Advanced
Word
Documents

Careers Cluster
Related to «Class activity to explore and
Business illustrate the pathways within

Information the cluster
Management *Apply new knowledge of careers
to a writing assignment

Review of
Touch
Typing Skills

ePractice typing skills
«(Class Suggestion?

eRead the brochure of the Career



